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1 POLICIES AND PROCEDURES OF THE HISTORY DEPARTMENT 
 

2 PROMOTION, TENURE, REAPPOINTMENT, MERIT (PTRM) COMMITTEE 

3 For complete information on promotion and tenure policies, this document should be read 

4 together with the Appointment, Rank, and Tenure (ART) Policy of Towson University and its 

5 appendices, as well as the College of Liberal Arts PTRM guidelines. 

6 

7 I. MEMB  /P lrsity and



2  

45 concerning evaluation recommendations.   The History Chair is not required to 

46 write letters regarding annual merit determinations.



3  

90 All votes shall be by confidential ballot cast upon completion of the discussion of 

91 
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136  mentorship from colleagues on the Five-Year Review Committee regarding the 

137  path to promotion. 
138   

139  Record of the faculty member’s notification of PTRM decisions and of letters 
140  related to the faculty member’s reappointment, third-year review, five-year 
141  comprehensive review, promotion, or tenure shall be tracked via the PTRM 
142  
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181 The secretary will submit an annual report to the History PTRM Chair and to the 

182 History Chair for their review and, after any corrections or adjustments are made, 

183 will submit copies of the final report to the History PTRM Chair and the History 

184 Chair.  The confidential annual report should summarize all actions taken by the 

185 committee during the year.  It should not identify faculty by name in reporting 

186 negative recommendations or actions on appeals. 

187  

188 K. Promotion and Tenure 

189  
190
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226 The History PTRM Committee will also review folders from lecturers and visiting 

227 assistant professors who serve more than one year.  The instructions for those 

228 folders are in section IV and standards for evaluation are in section V. These 

229 deliberations will take place during the reappointment meeting for tenure track 

230 
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319 merit), or excellent (Base Merit plus one Performance 

320 Merit). A copy of this letter will be forwarded to the 

321 History Chair. 

322  
323 5. Whenever the PTRM Chair is absent, the most senior member of 

324 the remaining committee serves in his or her place. 

325  

326 P. Letter Signing Procedures 

327  
328 The History Department PTRM Chair is responsible for assigning PTRM 

329 members to write all Tenure, Promotion, Merit, Reappointment, and Five-Year 

330 Review letters. These letters will be signed by the History PTRM Chair (on behalf 

331 of the committee) and by the faculty member to whom the letter applies. If a 

332 faculty member discovers a grammatical or factual error both the History 

333 Department PTRM Chair and the History Department Chair should be 

334 immediately notified and it will be their responsibility to correct the mistake if 

335 warranted. 

336  

337 III. EVALUATION BY MORE THAN ONE DEPARTMENT OR COMMITTEE 

338  
339 
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(iv) Teaching narratives should be concise, should highlight 

new procedures and courses, and should address peer and 

student evaluations. 

e.  documentation of scholarship and service. This documentation 

should include a copy of any publication, review, presentation, 

grant application, or other item identified by the faculty member as 

part of the faculty member's scholarly activity. 

 

Evaluation portfolio materials for annual review and reappointment of 

tenure-track faculty must include the following documents: 

a. all of the above items listed in D.1. 

b. peer and/or chairperson’s evaluations of teaching signed by 

faculty member and evaluator. 

 

Portfolio materials for full review of faculty for promotion and/or tenure 

must include the following documents: 

a. all materials listed above in D.1. and D.2. from the faculty 

member’s date of hire or last promotion. 

b. a narrative statement in which the faculty member describes how 
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456 
457 E. In addition to the evaluation portfolio, faculty being reviewed for promotion or 

458 tenure shall also prepare a summative portfolio for the Provost that shall 

459 accompany the full evaluation portfolio from the beginning of the process. It shall 

460 be clearly labeled with the faculty member's name, department, and type of 

461 review. In each section of the binder, documents shall be presented from the most 

462 recent year evaluated to the time of last promotion or year of hire. The summative 

463 portfolio shall be compiled in a one-inch binder, labeled and indexed as follows: 

464  
465 Section I 

466 ● Curriculum vitae. 

467 ● A copy of one recent peer-reviewed publication or description of a 

468 comparable creative activity. 

469 Section II 

470 ● University Forms: Completed and signed Annual Report (AR I & II) or 

471 Chairperson’s Annual Report (CAR I & II) Forms arranged from most 

472 recent to the time of last promotion or year of hire. 

473 Section III 

474 ● Summary of student evaluations across the evaluation period. Faculty
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501 F. Student evaluation forms used in the College of Liberal Arts shall ordinarily be 
502  the University evaluation forms tabulated by the Office of Assessment. The 
503  History Department as a whole may wish to use an additional form for student 
504  evaluation, whether as an entire department or in selected courses not effectively 
505  evaluated by the university form.  In that case, the additional form will be included 
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547 V. STANDARDS AND CRITERIA 
548 

549 A. The History PTRM document conforms with section II of Appendix 

3 of the 

550 University ART policy and the CLA PTRM document in its evaluation processes 

551 associated with annual reviews, reappointment, third-year review, merit, 

552 promotion, tenure, and comprehensive review.  In conducting these reviews, 

553 departments should provide for an assessment of faculty performance that 

554 calibrates expectations and judgments to the proportion of time allocated for each 

555 area of responsibility in the faculty member's workload. A faculty member who 

556 regularly allocates 25 percent of time to scholarship, for example, should meet 

557 significantly higher expectations for scholarly outcomes than a faculty member 

558 with 15 percent of time allocated to scholarship, and a faculty member allocating 

559 15 percent of time to service should be providing notably more extensive service 

560 than would be expected of a faculty member allocating 5 percent to this sphere. 

561  
562 B. All faculty members are responsible for meeting University 

standards and 

563 expectations, 
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593  
594 4. A faculty member shall participate each year in the faculty evaluation 

595 process as described in university, college, and department documents. 

596 Satisfactory participation includes the full completion of annual review 

597 forms and submission of the forms signed and accompanied by all 

598 documents required no later than the due date specified in the PTRM 

599 calendar. 

600  
601 C. The evaluation of teaching should consider classroom performance as well as 
602   other venues for teaching, the varied forms of investment faculty make in 
603    preparation for teaching, and the faculty role in both formal and informal 

604 advising.  A faculty member shall be an effective teacher both in and out of the 

605 classroom. Teaching as a sphere of evaluation includes the use of technology, the 

606 development of new courses and programs (including those involving 

607 collaborative or interdisciplinary work and civic engagement), faculty exchanges 

608 and teaching abroad, off-site-learning, and supervision of undergraduate and 
609 graduate research and thesis preparation.  It includes as well service as an 
610 assigned academic advisor, advising through student groups, and informal 
611 
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should contain those elements specified for course syllabi in 

university policy. 

 

c. Faculty may choose to include in evaluation portfolios assessment 

outcomes related directly to the faculty member's work or copies 

of assignments that demonstrate creativity, high expectations, 

community engagement, effective educational practices, or other 

qualities the faculty member wishes to place in consideration. 

 

d. Grade distribution reports, including departmental averages, shall 

be made available to faculty members for review and shall be 

included in the faculty member's portfolio. These reports should be 

considered in relation to standards expressed in departmental and 

college objectives, the faculty member's self-evaluation, course 

syllabi, the difficulty of the material taught, the course workload, 

and the evaluations of students and peers. 

 

Evaluation of teaching by students 

 

a. Student evaluations of instruction are a required part of the 

evaluation of faculty. 

 

b. Unless the History Department as a whole votes to develop its own 

form, the PTRM process will use the university-wide system. The 

History Department may opt to recommend the cumulative use of 

two evaluation forms. 

 

c. Tenured and tenure-track faculty shall be evaluated for all courses 

taught. This includes all on-load, off-load, on-line, traditional 

classroom, hybrid, and study abroad courses taught during the 

academic year, minimester, and summer terms. 

 

Evaluation of teaching by tenured peers 

 

a. Classroom or teaching site visits are encouraged for purposes of 

professional growth and are required when the person is being 

considered for reappointment, third-year review, promotion, or 

tenure. Peer reviews of teaching are also required for the 

comprehensive five-year review and for merit evaluations. The 

teaching evaluation letters should be addressed to the History 

PTRM Chair, and include the signature of the evaluator and the 

faculty member evaluated. The PTRM Chair, the History Chair, 

and the faculty member evaluated may wish to meet to discuss the 

evaluation. 

b. In completing written peer teaching evaluations, reviewers will 

adhere to the Peer Evaluation Form in Appendix B.
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729 groups in academic honor societies, serving on a graduate research 

730 committee, or advising students formally or informally in other 

731 professional contexts. 

732  
733 c. Statements of advising experience and practice and any materials 

734 evidencing engagement with advising responsibilities should be 

735 included in the evaluation portfolio.  These may include but are not 

736 limited to the evidence of regular and reliable records of the advice 

737 given, discussion of advising by the faculty member in Annual 

738 Review reports, logs of advising appointments, optional peer or 

739 chair review of advising, notable instances of positive advising 

740 contributions or of advising errors, letters of recommendation 

741 written on behalf of students, research mentoring beyond the 

742 expectations of course supervision, definable contributions through 

743 organizational or group advising, evidence of significant 

744 contributions to career advising, or other advising contributions for 

745 the benefit of students as the department may determine. 

746  
747 E. The evaluation of faculty scholarship shall be based on written evidence of the 

748 faculty member's tangible contributions to a discipline or an interdisciplinary 

749 specialty and of continuing professional development and demonstrated scholarly 

750 growth.  Scholarship may take many forms, including the scholarship of 
751 Application, Discovery, Integration, or Teaching. Regardless of type, each faculty 
753 member shall be reviewed for continuing professional development and currency 
754 in his/her academic field, as affirmed by its community of scholars and as 

755 demonstrated by the scholarly, peer-reviewed, materials in the faculty member's 

756 evaluation portfolio. 
757 

758 1. The major forms of scholarship may be defined as follows: 

759 a. Scholarship of Application – applying knowledge to 

760 consequential problems, either internal or external to the 

761 university. 

762 b. Scholarship of Discovery – traditional research, knowledge for its 

763 own sake. 

764 c. 
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775 to their scholarly growth.  These forms of scholarship may, but not 

776 exclusively, consist of 

777  
778 a. Scholarly monographs based on original research, subject to peer 

779 review, and disseminated to the scholarly community by a 

780 university press (or its equivalent). 

781  
782 b. Scholarly journal articles (published in print/ and or digitally) or 

783 book chapters (published in print/ and or digitally) based on 

784 original research, subject to peer review, and disseminated to the 

785 scholarly community. 

786  
787 c. Scholarly edited article or essay collections (published in print/ and 

788 or digitally), subject to peer review, and disseminated to the 

789 scholarly community. 

790  
791 d. Scholarly historiographic journal articles (published in print/ and 

792 or digitally) or book chapters (published in print/ and or digitally), 

793 subject to peer review, and disseminated to the scholarly 

794 community. 

795  
796 e. Translations and/or document collections (published in print/ and 

797 or digitally) that contain scholarly notes and discussions, subject to 

798 peer review, and disseminated to the scholarly community. 

799  
800 f. Museum or public history exhibitions (whether physical or digital) 

801 based on scholarly research, subject to peer review, and 

802 disseminated to the scholarly community when the faculty member 

803 acts as curator. 

804  
805 g. Bibliographies, resource guides, and research aides (published in 

806 print/ and or digitally), subject to peer review, and disseminated to 

807 the scholarly community. 

808  
809 h. Public history or other research and public dissemination of 

810 scholarship.  It is the responsibility of the candidate for promotion 

811 and/or tenure to make clear how these efforts illustrate intellectual 

812 rigor and make a contribution to his or her field. 

813  
814 I. Co-authored, co-edited, and collaborative examples of any of the 

815 above forms of scholarship. It is the responsibility of the individual 

816 to make clear their contributions to the work. 

817  
818 3. Whatever type or types of scholarship the faculty member pursues, a 

819 record of scholarly growth sufficient for the granting of tenur] TJ
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821 work has met the tests of dissemination and validation, meaning that the 

822 work has been made available in a form to which an interested scholarly 

823 or public community will have ready access and that the work has been 

824 reviewed and affirmed by scholarly peers. In presenting scholarly 

825 materials in the portfolio, the faculty member should explain the review 

826 process and dissemination plan if the form or site of publication or the 

827 means of dissemination is not familiar to departmental colleagues. 

828  
829 4. Scholarly papers accepted for delivery at conferences external to the 

830 University, invited scholarly talks at other institutions whether domestic or 

831 international, similar presentations involving review or recognition by 

832 scholarly peers, and book reviews may all provide evidence of scholarly 

833 engagement and development.  Scholarly papers may mark progress 

834 toward completed work in annual or comprehensive reviews. They may 

835 not substitute for the pattern of completed work required in sections 3 and 

836 4 above in evaluation for tenure or promotion. 

837  
838 Reprints of previously published materials show scholarly engagement 

839 and support the growing reputation of faculty members, but do not count 

840 as part of the scholarship necessary for promotion or tenure unless they 

841 have been significantly revised from their original version.  It is the duty 

842 of the faculty member to show how the reprinted or republished work 

843 makes a new contribution to the field. 

844  
845 5. Faculty reviews of all types, including annual reviews, merit 

reviews, 

846 third-year reviews, and comprehensive reviews, should give due attention 

847 to evidence of the faculty member's commitment to a discipline or an 

848 interdisciplinary specialty and to evidence of the faculty member's 

849 continuing professional development. Although some faculty may 

850 emphasize teaching or service more heavily in their workload 

851 assignments, all faculty are responsible for continuing to develop 

852 disciplinary or interdisciplinary expertise and for providing evidence of 

853 professional growth in their annual reviews or review portfolios. Reports 

854 on thoughtful patterns of scholarly reading, papers presented to 

855 colleagues, systematic preparation for teaching topics new to the faculty 

856 member, collection and analysis of data or information for a community 

857 purpose, or other documented activities, subject to the judgment of the 

858 department, may contribute to demonstrating scholarly activity or 

859 professional growth during reviews, although they may not substitute for 

860 the evidence required in section 3 above in evaluation for tenure or 

861 promotion. 

862  
863 F. To the extent possible, evaluation of service should consider the extent and 

864 quality of service, not the mere fact of membership on a committee or a 

position 

865 held. The faculty member should sufficiently explain the type or substance 
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866 service outside the university to allow colleagues a reasonable basis for 

judgment 

867 of its relation to the mission of the university or the faculty member’s field. 

868  
869 1. University service involves substantive participation in the shared 

870 governance activities of the department, college and university. This 

871 includes contributions and leadership of interdisciplinary or graduate 

872 programs outside of the History Department. 

873  
874 2. Civic service includes participation in the larger community (local, 

875 regional, national or global). 

876  
877 3. Professional service includes activities in professional organizations 

or 

878 participating in other venues external to the university (local, regional, 

879 national or global) in which one's expertise is applied and which advance 

880 the university's mission. 

881  
882 G. Chairs, who are responsible for supervising faculty, shall be evaluated in the 
883 additional category of leadership. Chair activities are reported as part of their 
884 annual review on the CAR form and constitute a minimum of fifty percent 
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911 detailed below.  A steadily expanding rotation of courses taught, strong 

teaching
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957  
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1003 
1004 
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1084 
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1113 
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1120 

1121 

1122 
1123 
1124 

1125 

Appendix A 

College of Liberal Arts Annual Review, Reappointment, Third-Year Review, Merit, 

Promotion, Tenure, and Comprehensive Review Calendar 

 
The first Friday in May 

Department and college PTRM committees are formed (elections for membership on the college 

committee are already completed) 

 

The Third Friday in June 

All faculty members submit a portfolio to the department chair. 

A. Faculty submit a list of at least three (3) names of any additional faculty to be included on 

department tenure and/or promotion committee (if necessary) to the department chairperson and 

dean. 

B. All faculty members with a negative comprehensive review must have final approval by chair 

and dean of the written professional development plan. 

 
August 1 (USM mandated) 

Tenure-track faculty in the third or later academic year of service must be notified in writing of 

non-reappointment prior to the third or subsequent academic year of service if the faculty 

member’s appointment ends after the third or subsequent academic year. To meet this deadline, a 

modified schedule may be required as provided in Section III.D.4.a of Appendix 3 of the ART 

policy. 

 
The First Friday in September 

Department chair approval of the list of additional faculty to be considered for inclusion in the 

department tenure and/or promotion committee 

The Second Friday in September 

University PTRM committee shall meet and elect a chair and notify the Senate Executive 

Committee’s Member-at-large of the committee members and chairperson for the academic year. 

The Third Friday in September 

A. Faculty notify department chair of intention to submit materials for promotion and/or tenure 

in the next academic year. 

B. College PTRM Committee approval of faculty to be added to a department’s PTRM 

committee (if necessary). 

C. Final date for faculty to add information to update their evaluation portfolio for work that was 

completed before June 1 unless the schedule for review is modified pursuant to Section III.D.4.a. 

D. First year faculty members must finalize the Statement of Standards and Expectations for 

New Tenure-Track Faculty (SENTF) with the department chairperson. 

The Fourth Friday in September 

Department chairperson notifies department faculty, dean, and Provost of any department faculty 

member’s intention to be reviewed for promotion and/or tenure in the next academic year. 
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1126 

1127 
1128 
1129 

1130 
1131 

1132 
1133 
1134 

1135 
1136 
1137 
1138 

1139 
1140 

1141 
1142 
1143 
1144 

1145 

1146 
1147 

1148 
1149 

1150 
1151 

1152 
1153 

1154 
1155 
1156 

1157 
1158 
1159 

1160 
1161 
1162 

1163 

1164 
1165 
1166 
1167 
1168 

1169 
1170 
1171 

 
The Second Friday in October 

A. Department PTRM committee’s reports with recommendations and vote count on all faculty 

members are submitted to the department chairperson. 

B. College PTRM documents are due to the university PTRM committee if changes have been 

made. 

The Fourth Friday in October 

A. Department chairperson’s written evaluation for faculty considered for reappointment in the 

first through fifth years, promotion, tenure, and comprehensive five-
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1172 
1173 
1174 
1175 

1176 
1177 
1178 
1179 
1180 

1181 

1182 
1183 
1184 

1185 
1186 
1187 

1188 
1189 

1190 
1191 
1192 
1193 
1194 

1195 
1196 
1197 

1198 
1199 
1200 

1201 
1202 
1203 

1204 
1205 
1206 

1207 
1208 

1209 

1210 

B. The college PTRM committee’s report with vote counts and recommendations and the dean’s 

recommendation are conveyed in writing to the faculty member. 

C. The department PTRM committee and chairperson recommendations concerning 

reappointment for first-year tenure-track faculty are delivered to the faculty member and the 

dean. 

D. All documentation for the third year review of tenure-track faculty is submitted by the faculty 

member to the department chairperson. 

E. Department chair recommendations on reappointment of first-year faculty must be added to 

the faculty member’s evaluation portfolio. 

 
The First Friday in February 

A. The college dean forwards the summative portfolio inclusive of the committee’s and the 

dean’s recommendations of each faculty member with a recommendation concerning promotion 

and/or tenure or five-year comprehensive review to the Provost. 

B. The dean forwards all recommendations regarding reappointment/non-reappointment to the 

Provost. If the dean disagrees with the department recommendation, the dean shall prepare 

his/her own recommendation and send a copy to the faculty member and add this 

recommendation to the summative portfolio. 

The Second Friday in February 

A. The dean will, following his/her review, forward department recommendations for faculty 

merit to the Provost. If the dean disagrees with the department recommendation, the dean shall 

add his/her recommendation to the faculty member's evaluation portfolio and deliver the 

negative decision in person or by certified mail to the faculty member's home. 

B. Department documents concerning promotion, tenure/reappointment, and merit (with an 

approval form signed by all current faculty members) are submitted to the university PTRM 

committee. 

C. Negative reappointment recommendations for first-year faculty are forwarded from the 

Provost to the President. 

 
March 1 

First year faculty must be notified of non-reappointment by written notification from the 

university President. 

First Friday in March 

Faculty under third-year review must be provided with written and face-to-face feedback on their 

performance toward tenure. 

Third Friday in March 

Provost’s letter of decision is conveyed to the faculty member, department and college PTRM 

committee chairpersons, department chairperson, and dean of the college. 


